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SCO PPSD TRAI NI NG CATALOG FOR THE SPRI NG 2001 SEMESTER

The purpose of this menp is to provide the latest information
regarding the State Controller's Ofice, Personnel/Payrol
Services training classes for April - June, 2001. PLEASE NOTE
THAT ALL TRAI NI NG ANNOUNCEMENTS ARE MADE VI A ELECTRONI C MAI L.
WE DO NOT PRODUCE A HARD COPY TRAI NI NG CATALOG

TRAI NI NG ENROLLMENT:

On Tuesday, February 6, 2001, a Needs Assessment form for the
Spring 2001 senester will be sent via electronic nail to the
agencies in the Uniform State Payroll System The training

coordi nator from each agency should fill in the necessary

i nformati on on the Needs Assessnent formand return the formto
Joan Collins, the Training Adm nistrator via FAX to (916) 324-7293
(CALNET 454-7293) no later than Friday, February 9, 2001. On

or before Wednesday, February 21, 2001, the Spring 2001 training
schedule will be sent via electronic mail. On Tuesday,

February 27, 2001, the Training Adm nistrator will begin to contact
each training coordinator I N THE ORDER THE NEEDS ASSESSMENT FORMS
WERE RECEI VED. NO PHONE CALLS WLL BE ACCEPTED IN LIEU OF TH S
PROCEDURE.

In selecting a location for training, please indicate the nearest
city for which you know your departnent will provide travel funds
and which you are sure your staff will be able to attend. If there
are no cities that nmeet these criteria, refer to the

" CONSULTATI ONS/ SPECI AL REQUESTS" section of this letter

W will make every effort to place trainees into the progranms and
dat es requested. However, if placenent is not possible at that
time, the Training Admi nistrator will offer other alternatives,
dates or suggest a direct contact with the appropriate instructor
to discuss on-site consultations or a special request training
program

Qur objective is to respond to department training needs within
our resource capability.



CONFI RVATI ON OF ENROLLMENT:

Each scheduled trainee will receive a letter approximtely 30 days
prior to the class date. This letter contains inportant enroll nment
i nformati on including class dates, tines and | ocation

CANCELLATI ON REQUI REMENTS:

To cancel an enrolled enpl oyee, contact the Training Services and
Security Section at (916) 322-1245 (CALNET 492-1245), via e-nmi
to jcollins@co.ca.gov or the California Relay Service

at 1-800-735-2922 (TDD) NO LATER THAN TWD WEEKS BEFORE THE

CLASS. It is inportant that the "two weeks before" guideline be
foll owed so that others have an opportunity to enroll in the
vacat ed spot.

ENROLLMENT SUBSTI TUTI ONS

Substitutions will be accepted provided the substituting enrollee
neets the prerequisites set for the program

COURSE REQUI REMENTS:

Prerequisites help to ensure each participant succeeds in

conpr ehendi ng the subject matter presented in class. PREREQU SI TES
MAY BE WAI VED ONLY W TH THE CONSENT OF THE | NSTRUCTOR PRI OR TO THE
CLASS DATE. PARTI Cl PANTS WHO DO NOT MEET THE PREREQUI SI TES AND
HAVE NOT OBTAI NED A WAl VER FROM THE | NSTRUCTOR W LL BE SENT BACK
TO THEI R OFFI CE

CONSULTATI ONS/ SPECI AL REQUESTS:

To request consultations or a special-request-training program
contact the appropriate instructor listed with the course
descriptions or Joan Collins, the Training Adm nistrator, at
(916) 322-1245 (CALNET 492-1245) or the California Relay Service
at 1-800-735-2922 (TDD).

COURSE DESCRI PTI ONS AND PREREQUI Sl TES:

Pl ease note that our training programinformation is |listed
al phabetically by program nane foll owed by the level (e.g.
Advanced Sal ary Deterninations class is listed as "Sal ary

Det erm nati ons, Advanced"). For each program the course
descriptions are listed followed by the course prerequisites.

CORRECTI VE ACTI ONS (2 Days)

Dori s Meekins, Instructor

(916) 324-7274 (CALNET 454-7274)

E-mai |l : dmeeki ns@co. ca.gov or the

California Relay Service at 1-800-735-2922 (TDD)

This course is a nust for personnel staff who need instructions in
properly docunenting Corrective Actions and out-of-sequence (QS)
PAR transactions. Participants will be provided a step-by-step



met hod of Reconstructing Enploynent History (EH) for OS
transactions. Corrective Actions provides in-depth coverage of
PAM Section 9 in the foll owi ng areas:

Corrects

Voi ds

Voi ds/ Re- Enters

Addi ng a Transaction O S
Reconstructing EH

Oo0o0oo0oo

Through the use of the PAM and a variety of conprehensive practica
exerci ses and transaction situations, the skills gained will enable
the participants to correctly deternine the appropriate steps and
procedures necessary to conplete corrective action docunentation

PREREQUI SI TES:

Is responsible for preparing a wide variety of PAR
transactions. MJST HAVE COWPLETED THE PAR
DOCUMENTATI ON CLASS AND HAS AT LEAST AN ADDI Tl ONAL
FOUR MONTHS OF EXPERI ENCE BEFORE ENROLLI NG I N THE
CORRECTI VE ACTI ONS CLASS. THESE REQUI REMENTS ARE
DENI ED | F THE PREREQUI SI TES HAVE NOT BEEN MET.

EMPLOYMENT HI STORY OVERVI EW (1 Day)

Dori s Meekins, Instructor

(916) 324-7274 (CALNET 454-7274)

E-mai | : dneeki ns@co. ca.gov or the

California Relay Service at 1-800-735-2922 (TDD)

Thi s course has been designed to provide instructions on updating
and interpreting the infornmation on the Enploynent Hi story database.
Thr ough the use of PAM Section 10 and practical exercises the
participants will be able to:

0 Uilize the decentralized fornmns.

o} Fol l ow instructions for entering information to
t he dat abase.

o} Identify and access the five enploynment history
i nquiry categories.

0 Anal yze error messages and system probl enms and

denonstrate nethods to resol ve each condition

This class is a one-day session offered as a CONSULTATI ON OR

SPECI AL- REQUEST- TRAI NI NG PROGRAM  The programis portable and will
be provided at your site. |If you are interested in booking this
program for your staff, contact Doris Meekins, the instructor

FUNDAMENTALS OF PAYROLL (3 Days)

Bl anca Hof f mann, | nstructor

(916) 324-7261 (CALNET 454-7261)

E- Mai | : bhof f mann@co. ca. gov or the

California Relay Service at 1-800-735-2922 (TDD)



This course provides information necessary to correctly and
confidently document basic payroll transactions in today's
personnel office. The class outlines appropriate procedures,
processes and regul ati ons governing a variety of payroll functions.
These include conpletion of fornms: STD. 672, Tinme and Attendance,
for both negative and positive attendance enpl oyees; STD. 603,
Report of Absences wi thout Pay; STD. 666, Report of Exceptions to
the Payroll; STD. 674, Payroll Adjustnent Notice; STD. 671

M scel | aneous Payrol |/ Leave Actions; STD. 966, Enployee Tine
Certification; STD. 683, Pay Adjustnent Request and Form CD38,
Payrol |l Warrant Register. Participants will [earn howto
reconcil e Master Payroll, use the Master Payroll Certification
(MPC) system and read suspended paynents and suspended
transaction listings. They will receive a general overview of

t he account receivable process. This course enphasi zes the

i mportant cutoff dates and the consequences when transactions

are not processed on or before those dates. Participants |learn
and acquire processing skills through a variety of practica
exerci ses and group problemsolving activities.

PREREQUI STES:

Must have at least FIVE nonths Cvil Service
personnel / payrol | experience and have certified a
m ni mum of one nmaster payroll that included
exceptions to the payroll. TH'S CLASS IS A
MANDATORY PREQUI SI TE FOR THE GARNI SHVENT
DOCUMENTATI ON CLASS.

FUNDAVENTALS OF PERSONNEL (3 Days)

El i zabet h Edwar ds, |nstructor

(916) 322-7974 (CALNET 492-7974)

E-Mai | : eedwards@co. ca.gov or the

California Relay Service at 1-800-735-2922 (TDD)

This course is designed for enployees new to the personnel field.
Participants will learn how to process appointnents and separations
regul ations. They will also learn to ascertain the difference

bet ween perni ssive and nandatory actions on personnel issues and

to conmpute state service, anniversary dates and probationary peri ods.
The program provides information on termnology, control agencies

i nformati on and reference materials used in personnel. The
information in this course is essential for accurately conpleting
specific items while docunmenting PAR transactions. TH S COURSE IS
A MANDATORY PREREQUI STE FOR THE | NTRODUCTI ON TO SALARY

DETERM NATI ONS CLASS.

PREREQUI SI TE:
Must have one month of Civil Service personne

experience prior to attending this course.

GARNI SHVENT DOCUMENTATI ON (1 Day)



Bl anca Hof f mann, Instructor

(916) 324-7261 (CALNET 454-7261)

E- Mai | : bhof f mann@co. ca. gov or the

California Relay Service at 1-800-735-2922 (TDD)

This course provides instruction on appropriate docunmentation

nmet hods used to correctly process all types of garnishnents. This
i ncludes legal requirenents placed on departnents by the courts,
Internal Revenue Service and the Franchi se Tax Board. Earnings

wi t hhol di ng orders for support, arrearages, federal and state tax

| evies, student |oan defaults and on-goi ng support garni shments are
expl ained. This class reviews the redeposit of support garni shnments
warrants; nultiple garni shnents and bankruptcies. Participants

| earn the essential elenents for Garni shment Docunentation through
practical exercises, exanples and by using the Payroll Procedures
Manual (PPM .

PREREQUI SI TES:

I s responsi ble for conpleting garni shnent
docunent ati on, has five nmonths Civil Service
personnel / payrol | documentati on experi ence AND HAS
SUCCESSFULLY COVPLETED THE FUNDAMENTALS OF PAYROLL
COURSE.

NON- | NDUSTRI AL DI SABI LI TY | NSURANCE (NDI) PROGRAM (2 Days)

Lynda Jones-Wark, Instructor

(916) 324-7203 (CALNET 454-7203)

E-Mail: |jones@co.ca.gov or the

California Relay Service at 1-800-735-2922 (TDD)

This course provides a conplete overview of the NDI benefit program
including |aws, rules, regulations, policies and procedures. The
Enmpl oynment Devel opnent Departnent (EDD) clai mprocess, collective
bar gai ni ng consi derati ons and personnel/payroll docunentation

requi renents are also covered. The course exam nes the different
NDI benefits and cal cul ati on nethods used for conputing regul ar NDI
benefits and annual |eave benefits. W rksheets are provided to
assist in annual |eave NDI conputations. Practical exercises

i ncl ude PARs; form STD. 674D, Industrial/Non-lIndustrial Disability
Pay/ Adj ust nent Request; form STD. 671, M scell aneous Payrol |/ Leave
Request; EDD claimforns and annual |eave cal cul ati ons.

PREREQUI SI TES:

| S RESPONSI BLE FOR COVPLETI NG NDI TRANSACTI ONS, has
at least four nonths Cvil Service personnel/payrol
experi ence and HAS SUCCESSFULLY COWPLETED THE PAR
DOCUMENTATI ON COURSE or HAS HAD THE RESPONSI Bl LI TY
FOR DOCUMENTI NG PARs FOR AT LEAST FOUR MONTHS

PAR DOCUMENTATI ON (2 Days)



Dori s Meekins, Instructor

(916) 324-7274 (CALNET 454-7274)

E-mai |l : dmeeki ns@co. ca.gov or the

California Relay Service at 1-800-735-2922 (TDD)

For those new to the personnel field, this course provides an

i ntroduction to the Personnel Action Manual (PAM. The primry
enphasis is on the organi zati on and use of the PAM Participants
receive a conplete review of the PAM conpl etion of the six

enpl oyment history docunments; PAR Itemdefinitions and the sel ection
and use of the appropriate transactions charts. Practical exercises
enabl e participants to becone familiar with the PAM and the conpl etion
of personnel docunentation

PREREQUI SI TES:

Is currently responsible for documenting PAR
transactions, AND, | N ADDI TI ON, HAS HAD AT LEAST
TWO MONTHS EXPERI ENCE DOCUMENTI NG PARs.

PLEASE NOTE THAT THI S CLASS IS A MANDATCRY
PREREQUI SI TE FOR THE CORRECTI VE ACTI ONS COURSE.

PAYROLL | NPUT PROCESS (PIP) (1 Day)

Bl anca Hof f mann, Instructor

(916) 324-7261 (CALNET 454-7261)

E-Mai | : bhof f mann@co. ca. gov or the

California Relay Service at 1-800-735-2922 (TDD)

Payroll Input Process (PIP) is a class designed for new Personnel
Services Specialists who are processing pay transactions; i.e.
overtinme, positive pay and m scel |l aneous paynents. Participants
wi |l be provided a program overview of the PIP application and
keyi ng experience for the five PIP screens: TA - Tinme and
Attendance; MS - M scel | aneous/ Leave Actions; DCK - Dock

ETC - Enployee Tinme Certification; ADJ - Pay Adjustment Request.
Instructions for the avail able comands and Inquiry screens will
be revi ewned.

PREREQUI SI TES:

Have a M NIMUM of two nonths at the PSS1 | evel AND at
| east two key entry experiences on the PIP system

SALARY DETERM NATI ONS, ADVANCED (2 Days)

El i zabet h Edwar ds, |nstructor

(916) 322-7974 (CALNET 492-7974)

E-Mai | : eedwards@co. ca.gov or the

California Relay Service at 1-800-735-2922 (TDD)

This course is designed for those who frequently use the salary
rules and regulations. |t gives practical experience in determning
the correct salary rate in a variety of deep class noverments. There



i s enphasis on discretionary novenents between deep cl asses, the

Per sonnel Managenent Policy/ Procedures Manual Section 315 and
consecutive transfers. Laws, rules, DPA and SPB nmenoranda regardi ng
deep cl ass nmovenent are discussed.

PREREQUI SI TES:

Must have conpl eted the | NTRODUCTI ON TO SALARY
DETERM NATI ONS course and has active invol venent

on a regular basis in the conpletion of salary
determ nati ons. THESE REQUI REMENTS ARE MANDATORY.
ADM TTANCE TO ATTEND THI S PROGRAM W LL BE DENIED | F
THE PREREQUI SI TES HAVE NOT BEEN MET.

SALARY DETERM NATI ONS, | NTRODUCTI ON TO (2 Days)

El i zabet h Edwards, Instructor

(916) 322-7974 (CALNET 492-7974)

E-Mai | : eedwards@co. ca.gov or the

California Relay Service at 1-800-735-2922 (TDD)

Super vi sor s/ Trai ni ng Coordi nators, PLEASE NOTE:

While this class is an introductory class, it is NOT
for staff new to the personnel transactions field.

It is designed for staff with a working know edge

of personnel transactions. Prior to enrolling staff,
pl ease refer to course prerequisites (shown bel ow)
for the M NI MUM NUMBER OF REQUI RED MONTHS OF
PERSONNEL EXPERI ENCE

This course provides the essential steps to correctly conpute
sal ary rates on new appoi ntnments, pronotions, transfers and
denotions. The primary focus is on the laws and rul es
pertaining to salaries and anniversaries, as well as the
formul as used to deternine the appropriate salary rule.
Additionally, participants learn to apply information contai ned
inthe CGvil Service Pay Scal es and the rules and policies which
are used to determ ne accurate salary rates and anni versary dates.
Participants will gain a working know edge of methods used to
determ ne salary rates and anniversary dates with the use of
practical exercises for new appoi ntments, novenment between

al ternate ranges and novenent between non-deep classifications.

PREREQUI S| TES:

Mist be responsi ble for determining salaries, has a

m ni mum of si x nont hs personnel experience AND HAS
COVWPLETED THE FUNDAMENTALS OF PERSONNEL COURSE.

PLEASE NOTE THAT THI S COURSE | S A MANDATORY PREREQUI SI TE
FOR THE ADVANCED SALARY DETERM NATI ONS COURSE

WORKERS' COVPENSATI ON:  THE BEG NNI NG STEPS (1 Day)



Lynda Jones-Wark, Instructor

(916) 324-7203 (CALNET 454-7203)

E-mail: |jones@co.ca.gov or the

California Relay Service at 1-800-735-2922 (TDD)

This course provides valuable infornation to personnel staff
directly responsible for providing Wrkers' Conpensation gui dance
to line-supervisors, managers, and/or enployees. In-depth

di scussi ons include expl ai ni ng Wrkers' Conpensation benefits,
eligibility requirements and the initial fornms to be conpleted for

i njured enpl oyees. State Conpensation Insurance Fund's (SCIF) role
and responsibilities and the conpletion of various SCIF forns and
form STD. 618S, Enpl oyee Benefit Options, are included.
Participants will learn each area of responsibility for the

i njured enpl oyee, the line-supervisor and the personnel office.

PREREQUI SI TE:

HAS AT LEAST SI X MONTHS Cl VIL SERVI CE
PERSONNEL/ PAYROLL DOCUMENTATI ON EXPERI ENCE

PLEASE NOTE THAT THI S CLASS | S A MANDATORY
PREREQUI SI TE FOR THE WORKERS' COVPENSATI ON
DOCUMENTATI ON COURSE.

WORKERS' COWVPENSATI ON DOCUMENTATI ON (3 Days)

Lynda Jones-Wark, Instructor

(916) 324-7203 (CALNET 454-7203)

E-mail: |jones@co.ca.gov or the

California Relay Service at 1-800-735-2922 (TDD)

This course provides current information regarding | ndustrial
Disability Leave (IDL) including Enhanced IDL, IDL with

Suppl ementati on and Tenporary Disability (TD). Participants

learn to use a variety of reference materials to beconme faniliar
with the laws and rul es governing Wrrkers' Conpensation. They
research, discuss and apply regul ations through networking, group
probl em sol ving and i ndependent study. Practical exercises include
how to docunent personnel/payroll records for several disability
cases. Added course features are witten instructions and sanpl es
for abatenents and SCIF paynents cal cul ated on the wage | oss concept.

PREREQUI SI TES:

Must have conpl eted the PAR DOCUMENTATI ON course or
have six months Civil Service payroll experience
docurenting PARs. MJST HAVE COVPLETED THE WORKERS'
COVPENSATI ON: THE BEG NNI NG STEPS CLASS. The
enrol | ee shoul d be responsible for conpleting

Wor kers' Conpensation transactions.

Rz: JBC. TSSS



